
To Post a Job, Internship, or Volunteer 
Opportunity on Handshake: 

1) Login to https://app.joinhandshake.com/login and make sure your department’s Employment
dashboard is visible.

NOTE: Job is used as a general term for posting opportunities, you will have an opportunity to select the type of 
opportunity later on in this process. 

• Start by clicking Post a Job from your home dashboard or clicking on Jobs in the left-hand navigation
bar and clicking Create Job in the top right-hand corner.



• You will now be asked to complete 4 tabs in the posting. These include the
job Basics, Details, Preferences, and Schools you'd like to post the position to.

• Helpful Tip: the more fields you complete, the more well defined your posting will be (and the more
likely you’ll be to attract well-qualified candidates and approvals).

2) Let's start by going through Job Basics:
• Where should students submit their application?

o Option 1: students apply through the Handshake System allowing you to manage applications
and communicate with students within the system.

o Option 2: students apply through external system.

• Job Title
o It is helpful to:

§ Add Federal Work Study in the title if applicable
§ Add the Department/Program Name in the title

• Company Division
o Leave blank



• Display your Contact Information to Students

• Add a Job Type

• Add an Employment Type & Duration
o Add both the start and end dates.

• Work Study Job
o Please keep in mind that if this is a work study job, all students will be able to view this job.

Students who are not eligible, should not apply, however many will still do so. You will need to
work with Financial Aid to access a list of eligible Federal Work Study students and notify the
student they do not qualify for the job. You may also instruct the student to check BearPaws for
information related to FWS eligibility.

3) Once you're finished with Job Basics, choose Next along the bottom of your screen. Next, we'll go through
adding in your Job Details. You may also click Save at the bottom right at any time to save your work.



• Add a Description for your opportunity.
o If you copy and paste a description from your own website, we'll retain all of the formatting for you

• To get your opportunity approved, please list the following information:
o Primary responsibilities
o Required and desired skills
o Required availability
o Expectations
o Career Skills student will gain through this opportunity (Learn About Career Skills)

• Choose Job Functions from the drop down list
o This helps students search for jobs by their functional area
o This is a list defined internally created and maintained by Handshake. If you don't see the 

specific function you're looking for, please select "Misc." 

• Add how many students you will select for this opportunity.



• If a paid opportunity, you may enter Job Salary if you'd like, however this is completely optional.
o You can also toggle the dropdown on the right between per year / per month / per hour, or mark

the opportunity as an unpaid position

• Enter a location for your opportunity
o Please begin typing 44 Pierrepont Ave…then select the college address from the selection.
o It is recommended that the “Allow Remote Workers” is not checked as having a physical

location for employees to work from and have direct access to a supervisor and team is beneficial
in their overall career development, however if this applies to your particular position, you may
check this.

• Finally, if you'd like for a student to submit documentation in Handshake, you can select documents to
require students to submit with their application.



4) Once you're finished with Job Details, choose Next along the bottom of your screen to reach the Job 
Preferences tab:  

• NOTE: all of these preferences are completely optional, and you should leave blank, so you are not 
entering into discriminatory practices based on labor laws. However, if your opportunity is only 
available for certain class years such as a Graduate Assistanceship or an Internship, you may select the 
school years. These will NOT prevent students from applying – so please make sure you are reviewing 
your applications closely. 

•  

 

 

 

• Add a Minimum GPA value 

 

 



• Finally, configure who should receive Applicant Packages, and with what frequency. We've also added
additional details on this below

• Setting up who should receive Applicant Packages
o Email a summary - you'll receive one email once your opportunity expires
o Email every time - you'll get emails each time a new student applies. If you choose this option,

you can then specify whether you want every student who applies, or only students who match
all of your preferences (Eligibility for international students, grad date / year, GPA, and Major).

o You'll see your name listed first. You can select (or remove) the following options:
o You can also add other teammates to receive packages by choosing from the dropdown. If you

haven't added them as a contact yet, there will be + add new contact at the bottom of the
dropdown.



5) Once you're finished with Job Preferences, choose Next along the bottom of
your screen. Next, we'll go through School selection:

• Select Add Favorite Schools, and you'll see SUNY Potsdam appear in the table below

• Once you've added schools, you'll see a few options to manage them
o Interview on campus? - selecting this will simply flag this opportunity on the school side, as an

employer potentially interested in interviewing. To actually request an on campus interview,
please see the relevant help article.

o Apply start date - you can choose if you'd like to block students from applying to your
opportunity until a specific date.

o Expiration date - you can update the date that the opportunity will expire at that school (and
students will no longer be able to apply).

6) Choose Next on the bottom navigation to review your opportunity



7) If all correct, click Save on the bottom righthand side of screen. If not correct, use the pencil icons to
edit.

8) Your opportunity will be reviewed by Career Services and approved within 2 business days.


